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COLLEGE BOUND ST. LOUIS

ACADEMIC ENRICHMENT VISTA
AMERICORPS JOB DESCRIPTION
Job Title:
Academic Enrichment VISTA 
Reports to:
Programs Manager
College Bound St. Louis is an award-winning college preparation and persistence program. The mission of College Bound is to provide promising high school students from under-resourced backgrounds with the academic enrichment, social supports and life skills needed to apply, matriculate and succeed in four-year colleges.  Since our founding in 2006, we have succeeded in helping 100 percent of our graduating seniors earn admission to a four-year college!  We deliver our services with a full-time Leadership Team staff of nine, as well as a team of twenty AmeriCorps and VISTA Members.  To learn more, please visit: www.collegeboundstl.org
Job Summary

The Academic Enrichment VISTA will continue to build the capacity of College Bound’s year-round academic programming by creating and implementing new and improved program components. Responsibilities include improving current ACT preparation programming by designing ACT math prep curriculum for College Coaches to implement in the classroom, building an academic program to address individual student needs through tutoring, study groups, and content instruction, overseeing summer academic camps and creating a tutoring resource guide for College Coaches. 
Primary Responsibilities May Include
Organize ACT preparation program:
· Communicate with students and families about the ACT practice tests and preparation sessions 
· Organize, supervise, and conduct student outreach and communication

· Oversee registration for students for the real ACT (fall and spring) 
· Coordinate test day logistics including locations, transportation, staffing, food, and survival kits

· Arrange and proctor ACT practice tests for 100+ students 
· Track student ACT scores from baseline through real ACT in Excel and analyze data for growth and grant reporting
· Work with College Bound’s test prep provider to create and institutionalize a College Bound ACT preparation program 
· Streamline ACT registration and prep process, documenting all changes
· Facilitate trainings on coaches roles during ACT preparation 
Expand academic enrichment programming during the school year:
· Collaborate with Programs Manager to implement regular tutoring program

· Plan academic enrichment workshops during the school year and school breaks
· Identify academic needs and strategies for meeting needs with programming
· Measure qualitative and quantitative reports for reports/grants
· Evaluate efficacy of and revise existing/new programs for future years
· Create and/or revise program and tutoring documentation to ensure future sustainability
· Monitor attendance and academic activities for Club Revolution, a one-on-one tutoring program
Expand summer academic enrichment programming (sophomore and junior academic programs):
· Plan programming with partner liaisons

· Create family outreach initiatives (i.e., letters, flyers, information sessions) to ensure families and students are aware of and understand summer programming opportunities

· Ensure successful implementation of programs by coordinating all logistics and documenting processes

· Oversee summer programming staff and activities
· Debrief with liaisons at partner locations and create a final report outlining recommendations for next summer
· Organize and supervise student outreach and attendance tracking
· Contact and coordinate instructors, guest speakers, and food services
· Create new and/or reuse prior years’ exploratory and educational activities for daily student meetings
· Evaluate and approve content of guest speaker presentations


Additional responsibilities:
· Attend weekly staff and program meetings
· Volunteer as a chaperone for our Culture, Character, Capacity program
· Assist other AmeriCorps members when they need aid with their projects
Skills and Qualifications
· Bachelor’s degree 

· Experience or interest working with high risk students

· Excellent written and verbal communication skills

· Strong interpersonal, organizational and computer skills

· Proficient in Excel 

· Commitment to excellence

· Must be a self-starter

· Driver’s license and automobile required to transport 2 or more students per week
· Must be committed to serve 40-50 hours a week

How to Apply
Interested candidates should visit College Bound’s website: http://www.collegeboundstl.org/AmeriCorpsPositions_60.aspx for more application details. Candidates will be asked to submit a cover letter, resume, College Bound application and copy of college transcript to: volunteer@collegeboundstl.org.  Subject line:  Academic Enrichment VISTA.  Mailed correspondence may be sent to:  College Bound, 110 North Jefferson, St. Louis, Missouri 63103.  Please mark the envelope:  Attention: Katie
